
6 Tips and Tricks for 
Gmail Newbies 
If you’ve made the switch to Google Suite recently, you’ll find Gmail to be a great email 
management tool. Although it’s different than Outlook, it has just as many awesome features 
to make your life easier! Boost your productivity with these six tips and tricks to help you get 
started right! 
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Take Advantage of Keyboard Shortcuts
Gmail offers a wide range of keyboard shortcuts that 
can boost productivity. You can turn on these shortcuts 
by accessing advanced settings and enabling keyboard 
shortcuts. You can also view a directory of shortcuts by 
holding down Shift + /. A panel will appear with a directory 
of shortcuts. A few of the most popular shortcuts allow you 
to quickly respond to a message, compose a new email, or 
send a message instantly to the spam folder.

Enable Smart Compose
Google's Smart Compose utilizes artificial intelligence to 
help you write emails. This convenient feature suggests 
words and phrases to help you save time in composing 
an email. These suggestions are based on your unique 
writing style. You can enable this feature by clicking on 
“General Settings” and turning on the “Smart Compose” option. 
Predictive text can boost productivity and make composing 
emails that much easier.

Turn-On Confidential Mode in Gmail
Gmail offers a confidential mode that allows you to 
automatically delete sent emails at a later date. The auto-
delete feature also makes it impossible for the receiver to 
download, copy, save, or forward the email. A clock-like 
icon at the bottom right corner of the message allows 
you to set a specific expiration date for your message. 
This added layer of security is helpful in sending private 
messages containing confidential information.
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Backup All of Your Messages
Data loss can happen at any time and lead to many hours of 
downtime. However, you can backup all of your documents 
and contacts in Gmail by using Google Takeout. You can 
download all of your data and export it into a downloadable 
archive file. You can also pick and choose the files to 
backup instead of backing up your entire messages.

Schedule an Email to Send Later
Gmail's scheduling feature allows you to decide the date 
and time when an email is sent. This feature is especially 
helpful if you have to leave work early. The “Schedule 
Send” feature also makes it easy for you to keep up with 
deadlines without having to wait for hours to send an email.

Automate a Daily Agenda or Daily Rundown Email
Receive an email every day at 5:00 am with a snapshot 
of your day’s appointments. To set it up on your calendar 
or your executive’s, hit the gear symbol to get to the 
calendar’s settings and select the calendar(s) you want to 
emails from. Click on “General Notifications” and then “Daily 
Agenda”, and finally select “Email” from the dropdown menu.

Taking advantage of these features should let you move a 
little quicker through your tasks. Today's work environment 
is highly competitive, but a more streamlined day is always 
a great way to stay ahead!
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